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Tools Main Page

Purpose

Various tools are being developed that function outside of WebGrants and assist schools in utilizing WebGrants
data more efficiently. Most of these tools will require that users download programs onto their own computers.
Some require additional software be resident on the user's computer.

Page Elements

1. Tools Menu
This link is at the top every page and will
open the Tools Menu from any screen.

California Student Aid Commission (Instance = saprd)
WebGrants System GPA ¥

1udart ok

2. Roster Data File Compare
UC Davis developed an executable

program to compare roster data files;

Commission staff then modified the 2 .

program so that it could be launched

without the need for schools to purchase

additional software. Use of this tool 3

allows a data file comparison to be run on

the user’s computer rather than through 4 | Excel L Verficaton Temaiate
>

Excel Grant Roster Template - for Excel 2000 spreadsh

the Internet using WebGrants. This
allows a faster comparison time and
allows comparisons when WebGrants 6
access is not available. E AL

Excel Unclaimed Awards Template

GPA Calculation Software

arodat A |

3. Excel Grant Roster Template
Available for both Excel 97 and Excel 7 o

2000, this template will open a saved o b

Roster Data File in Excel and label all of the Figure 1-1: Tools Page
column headings. Knowledge of Excel is required

to use this tool.

4. Excel EL Verification Template

Allows user to open a downloaded EL Verification Datafile (available through the Report Download screen on
WebGrants) and view the file in Excel. Users can then modify the Education Level of any student on the
datafile, and convert the document back to a text file for upload to the Commission through the WebGrant File
Upload page.

5. Excel Unclaimed Award Template
Allows user to open a downloaded Unclaimed Award Datafile (available through the Report Download screen on
WebGrants) and view the file in Excel. Knowledge of Excel is required to use this tool.

6. Excel GPA Template

GPA reject reports can be opened into a Microsoft Excel spreadsheet allowing the user to correct the errors and
save the file to be uploaded into WebGrants. This template will also allow a user to enter GPAs directly into an
Excel spreadsheet and then convert them into the correct format for upload into WebGrants.

7. Adobe Acrobat

Various documents stored in WebGrants are published in Adobe Acrobat Portable Document Format (.pdf). If
your system does not have Adobe software that can read .pdf files, you can download the free Adobe reader
here.
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Tools Main Page

Access

The Tools menu can be accessed from any screen.

Page Functions
S i T ek
Download Roster Data File Compare Tool
1. Right click the Roster Data File Compare link Eriek Tt
2. Select <Save Target As> (see figure 2-1)
3. Select a location to save the program file. Saving the file to the user’s desktop is

. Copsr Spaink
the recommended location.
4. A Download Complete box will appear; click the <Open> button to begin. Ao Evvotom
Pl

Download Excel Grant Roster Template

1. Right click the Excel Grant Roster Template link that corresponds to the version
of Excel being used

2. Select <Save Target As> (see figure 2-1)

3. Select a location to save the program file. Saving the file to the user’s desktop is the recommended
location.

4. A Download Complete box will appear; click the <Open> button to launch the program (see figure 2-2).

5. The Excel program will launch and a message regarding enabling macros will appear. Select <Enable

Macros> to continue (see figure 2-3).

Figure 2-1: Save As
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Figure 2-3: Enable Macros

Figure 2-2: Download Complete
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Download Excel GPA Template

1. Right click the Excel GPA Template link

2. Select <Save Target As> (see figure 2-1)

3. Select a location to save the program file. Saving the
file to the user’s desktop is the recommended
location. :

4. A Download Complete box will appear; click the
<Open> button to launch the program (see figure 2- |2
2).

5. The Excel program will launch and a message
regarding enabling macros will appear. Select
<Enable Macros> to continue (see figure 2-3).

6. When the file opens, use the <Save As> function 1
located in the File menu to rename the file. This will s ?

prevent saving over the actual template (see figure Rl BOCRERSES T Sl nmis tm—n— RSz
2-4). Figure 2-4: File — Save As
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Tools Main Page

Download Adobe Acrobat Software

1. Review the system requirements before downloading Adobe Reader 6.0. Choose your language,

platform and connection speed. (see figure 3-1).

™ Platforms available include most recent versions of Windows and Mac as well as Pocket PC, Palm

and Linux.

2. Choose a connection speed that best matches your system’s internet connection speed.
3. Click the <Download> button to download the software to your computer. (see figure 3-2)

Step 1 of 2

Choose your language, platform, and connection speed. Your selection will
determine the version of software that you will download.

Language Platfarm

IEninsh j Choose a platfarm j

Connection speed

IChoose a connectian j

Figure 3-1: Adobe Download Step 1
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Step 2 of 2

Download file size: 15.5 MB
Download file: Adobe Reader 6.0

¥ Download the full version (recormended), allowing me to:
= Search PDF files
= Activate accessibility features built into POF files
- “iew Photoshop® Album slide shows and electronic cards, extract pictures, and order
prints
= Play back embedded movies, animation, and sound

= ‘iew, organize, and purchase eBooks
Mote: Adobe Reader uses Adobe Download Manager to help you manage the process of
downloading Adobe Reader software and other Adobe files, See details.

[T Do not use Adobe Download Manager.

By downloading software from the Adobe Web site, you agree to the terms of our license
agreement. Please read it before downloading.

*» DOWNLOAD

Figure 3-2: Adobe Download Step 2
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Purpose

Roster Data File Compare Tool

The Roster Data File Compare Tool allows schools to compare CSAC payment roster data files to isolate
changes and new data. To use the tool, the files to be compared must reside on the user’s hard drive, a floppy
drive or on any user accessible network drive.

Page Elements

1. Select Old File Button
This is used to select the old
“base” file to which the new
file will be compared. The old
file must have been previously
saved to the user’s own hard
drive, a floppy drive or on any
user accessible network drive.

2. Select New File Button
This is used to select the new
file to be compared to the old
file. The new file must be
saved on the user’s hard
drive, a floppy drive or on any
user accessible network drive.

3. Compare Button

This is used to perform the
comparison between the
selected old and new data files.

4. Display choices panel

/

[

4 UC Davis/CSAC Roster Datafile Compire tool
File

Cptions  About

Compare _| /

;IQI&I‘

4

rDizplay Choice:
{* Results File
" Dropped Records

Select Mew File |

{~ Changed Records
" First Time on Roster

K|

Recard court

»

Kl _>|;|;I

Record count Recard Count

Save Data File | Prirt

=

\

i

Fercent Dans |

6

Figure 4-1: Roster Date File Compare Tool

7

Once the data comparison has been completed, the user can select which changes to view in the Display

Comparison Data Field

< Results File - The results file is in the same format as the roster file format, used prior to July 2003,
displaying changed records with an @ sign and new records with an *. All of the records on the New File

are included in this data file.

- Dropped Records — These are those records that were appearing on the Old File but not on the New File.

« Changed Records — These are the records that had changes to the Roster Indicator (Section), Unmet Need,
Forecasted AY Eligibility or Annual Award Amount from the Old File to the New File.

- First Time on Roster — Displays only those records that were not on the Old File but are on the New File.

5. Display Comparison Data Field

Field used to display compared data.

6. Save New Data File Button

This button is used to save the resulting comparison data file to their hard drive or other user selected location.

7. Print Button

Use this button to print the resulting data file. The “Results File” view will be very large and the user would
probably only print the “Changed,” Dropped” or “First Time on Roster” views.

WebGrants User Guide
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Roster Data File Compare Tool

Access

The Roster Data File Compare Tool can be accessed by clicking the Tools menu from any screen. Select
the link for the tool. The program can be run in place or saved on the user’s computer.

Page Functions

Compare Two Roster Data Files Adding Indicators For New and Changed Records
Save both of the files to be compared using the Data Transfer/Report Download function.
Click on the <Select Old File> button and choose the old roster file to which you will compare

1.
2.

3.

the new file.

Using the <Select New File> button, choose the new roster file that you will compare to the

old file.

Hit the <Compare> Button.

Upon completion click on the <Results File> indicator.

™ The resulting data file will contain all of the records contained in the New File. Changed
records are indicated with a @ sign and new records with an * (see figure 5-1).

#f UC Davis;/CSAC Roster Datafile Compare tool =10 =] I
Eile Cpbions  About .
Results File shows @
to indicate that key
Compare
values have changed.
—Display Choice
(* Results File ~ Changed Records
Select Old File | Select Mew Fils | (" Dropped Records ™ First Time on Roster
GPHDOS 0013130051 ~ GPHDOS 0013130031 ~| |cprE 1 CDDﬁSQSSSS' ATALRL RAU];I
GPPER 1 C380Z13E5E5718563; GPPR 1 C330Z13EZ5E7185635: GDp NS 00423 55308 ATED CARI |
GPPER 1 COONOEEOLlEGEZE871. GPPR 1 COOOEEO1EGZZE27]1. ODR 1REQ 335?261'4( ATISH MAT:
GPPER 1 CON0424%3E551705829; GPPR 1 COO04243E5&6170525; cpP p-042042508! AZAD WIN
GPPER 1 EOLOZE7E160Z660E. GPPR 1 EOLOZE7E160Z660Z. GPDE 1 EOQZ0Z0ZZZ2E624: AZAM SAMI
GPPE 1 EOQ1OZE5437602Z2154. GPPR 1 EOQLOZE543760ZZ7154. GPPR 1 EQLl0Z357306808; EBACL HIME
GPPE 1 COO03Z40660Z1063: GPPRE 1 COOO3Z40660Z1063: CPIR 1 C990115EEEE3: EACCI BAIT:
GPPER 1 COOOBE36455373E1. GPPR 1 COOOEL53G45537321. GPPR 1 COO0ZS4028110 EACHER I3Ai
GPPE 1 COOO21E5845687773 GPPR 1 COOOS1E52345687775 GPDR 1 C99018428EE59" EBADATIT JAN]
GPPE 1 EQZ0197Z246197048; GPPRE 1 EQZ0197Z46197048; GPPE 1 COOOE4749614d: EBADEEL SELQ
GPPE 1 C980317186Z1094E" GPPR 1 C9203171E6210942" GPPE 1 C990Z96776048 EADESHL AMO]
GPPE 1 EQZ035Z2435737769; GPPR 1 EQZ036Z4357377659 CPER 1 E01037043611¢« EADYTAL T AMI
GPRFE 1 EOLOO03S0Z55277741 GPPE 1 EOLO03S0Z55Z77741 GPER 1 EO010Z2117570¢ BAE EQ |»
Wi B w0 v | | v
Record Count: 5791 Record Count: 5796 Total Records: 5798 Changed: 5 Memw: 11

File: gord-2002-00131300- 19junlis et

File: gord-2002-00131300-31jul0 3 txt

Save hew DataFile

Prirt |

Percert Done

Figure 5-1: Roster Date File after Compare is run
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Roster Data File Compare Tool

Compare Two Roster Data Files And Display Grant Records That Are No Longer On
The Roster

1.  Save bhoth of the files to be compared using the Data Transfer/Report Download function.

2. Click on the <Select Old File> button and choose the old roster file to which you will compare
the new file.

3. Using the <Select New File> button, choose the new roster file that you will compare to the
old file.

Hit the <Compare> Button.
5. Upon completion click on the <Dropped Records> indicator.

™ The resulting data file will include a list of all students formerly on the user’s roster that
have been transferred to another school’s roster since the Old File selected in step 2 was
originally created by the Commission.

Compare Two Roster Data Files And Display Only Grant Records That Have Been
Changed

Save both of the files to be compared using the Data Transfer/Report Download function

2. Click on the <Select Old File> button and choose the old roster file to which you will compare to the
new file.

3. Using the <Select New File> button, choose the new roster file that you will compare the old file.
Hit the <Compare> Button.
Upon completion click on the <Changed Records> indicator.

™ The resulting report will list only those records where the payment data has been changed from
the Old File selected in step 2. The report is formatted to list the type of change first, the records
changed, and both the old and new data values.

Compare Two Roster Data Files And Display Only Grant Records That Are New

Save both of the files to be compared using the Data Transfer/Report Download function

2. Click on the <Select Old File> button and choose the old roster file to which you will compare to the
new file.

3. Using the <Select New File> button, choose the new roster file that you will compare the old file.
Hit the <Compare> Button..
Upon completion click on the <First Time on Roster> indicator.

™ The resulting data file will only show those records that are in the New File but did not appear on
the OId File.
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Roster Data File Compare Tool

Save the Resulting File

1. After Roster Date File
Compare is run as in Figure
5-1

2. Click <Save New Data
File> button

3. Chose name of resulting file
and location to save file
(see figure 7-1).

4, Hit <Save> Button in “Save
As” popup window.

WebGrants User Guide

21|

Save in: I@ My Pictures j = |‘j€ v

] gerd-2002-00131300- 13jun03. bxt
=] gerd-2002-00131300-31jul03. £t

File hame: 1El'ur'|-E: e

Save az type: IText Files

Figure 7-1: “Save As” pop-up box

Lef Le

Save

Cancel
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Excel Grant Roster Template

Purpose

The Excel Grant Roster Template allows schools to download Grant Roster data files from WebGrants and open
them into a Microsoft Excel worksheet without having to go through the steps to parse the data. Schools must

have the Microsoft Excel program installed to be able to use this tool.

Page Elements Trald 100l - il A oesier WerEom 1,

1

1. Get Files Button
This tab identifies the function being performed. Ata
later date a Send Files tab will be added that will allow a
user to upload a file to the Commission.

2. General Version

This is used to select the format for the data file. The
General Version contains no special formatting of the
data. For example, a Social Security number would be
displayed as 999999999. Once selected, the user will
be prompted to select a data file to open.

3. Printer Version

This is used to select the format for the data file. The

Figure 8-1: Excel Grant Roster Template

Printer version adds some formatting to specific data elements,
such as dates and currency. For example a Social Security

number would be displayed as 999-99-9999. Once selected, the user will

be prompted to select a data file to open.

4. Help Button

There is some basic help text incorporated into this tool. It can be viewed

to obtain an additional overview of the tool’s features (see figure 8-2).

5. Exit Button

This button allows a user to exit the program. The Excel spreadsheet will

remain open on the user’s desktop.

6. Cancel Button
This button is used to cancel a request to open a new data file.

Access

The Excel Grant Roster can be access by clicking the Tools menu
from any WebGrants screen. Select the link for the tool. The
program should be saved on the user’s computer. Once it is
saved, it can be opened from the Tools menu on Excel (see figure
8-3).

Excel 2003 Users: please make sure that your macro security
settings are set to “medium.” To do this go to Tools, select Macro
and in the Security Level tab, “medium” should be checked.

Data Tools Help {1 of 6) ﬂ
I Data Tool Overview j
The Data Tool utilty provides & way to receive files into ﬂ
Excel or send Excel data to a text file. You can dothe
followeincg
= Receive 8 Grant Roster using Get Files
process
= General version contains no special formatting
= Printer version contains dete and currency formatting
=
Exit | = Previous Mext =
Figure 8-2: Data Tools Help
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Figure 8-3: Open from Excel
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Excel Grant Roster Template

Page Functions

Open Roster Data File Using Microsoft Excel — General Version

o rwbdpE

Save the file to be viewed using the WebGrants Data Transfer/Report Download function.
Click on the <GR> button under General Version

Locate the file to be viewed and click <open> (see figure 9-1).
When the process is complete, a message will appear on the screen (see figure 9-2)

Click <OK> to continue

™ The Get Files box will remain on the screen. Click <Exit> to close the box. The Excel file
will remain open. To save a file, use the Save As function in Excel to avoid changing the

template.
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Figure 9-1: Select a Grant Roster Date File to Import
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Figure 9-2: Get File Process Complete
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Excel Grant Roster Template

Open Roster Data File Using Microsoft Excel — Printer Version

Save the file to be viewed using the WebGrants Data Transfer/Report Download function.
Click on the <GR> button under Printer Version

Locate the file to be viewed and click <open> (see figure 9-1).

When the process is complete, a message will appear on the screen (see figure 9-2)

N e

Click <OK> to continue

™ The Get Files box will remain on the screen. Click <Exit> to close the box. The Excel file
will remain open (see figure 10-1).

Ed Microsoft Excel - GrantRosterTemplate.xls _|&] x|
Fie Edi Vew [nsert Format Took Data  Window Help  Acrobat Type aquestion for help |7 2 & X
DEEHR ST FBRR-F v- - @ = -5 % ||l 4100% -~ Arial % 5 9%

PR
Al - & Transaction Cade
[Transaction |Action Section GrantID GrantID  Social Social Program Program Dependency New-Renew
il |Code 'Code Flag Indicator Number Flag Number  Security Security Flag Last Name  First Name Middle Initial Date of Birth Code Code Flag Status Indicator El Cog
| 2 [GPPR 1 E02004137 | 001-13-7046 BAMUELDS  CECILIAL 1984-04-14 B -E1 D R
| 3 |GPPR 1 (02053282 |011-11-2008 BERROA GERONIMO 1978-01-21 B -c1 | R
| 4 |GPPR 1 (03053271 | 001-13-7073 Mouse Mickey A 1953-05-15 A -c1 | N
| & |GPPR 1 E03050225 | 001-13-7122 Mouse Mickey A 1983-02-17 A -E2 D N
| B |GPFR 1 E03060777 |001-13-7119 Mouse Mickey A 1862-12-15 A -E2 D N
| 7 |GPPR 1 E03005126 |001-13-7103 Mouse Mickey =] 1885-01-01 A -E1 D N
| 8 |GPPR 1 E03010840 | 001-13-7111 Mouse Mickey C 1985-04-14 B -E1 D M
| 9 |GPPR 1 C03057035 | 001-13-7076 Mouse Mickey D 1980-10-03 B -C1 D M
| 10 [GPPR 1 CO3057296 | 001-13-7080 Mouse Mickey E 1981-11-17 B -C1 D N
| 11 |GPPR 1 E03021085 | 001-13-7104 Mouse Mickey E 1985-07-26 A -E1 D N
| 12 |GPPR 1 E03080355 | 001-13-7130 Mouse Mickey E 1983-03-10 B -E2 D N
| 13 |GPPR 1 E030593349 | 001-13-7114 Mouse Mickey F 1985-05-07 B -E1 D N
| 14 |GPPR 1 E03080853 | 001-13-7129 Mouse Mickey G 1985-12-02 B ~E2 D N
| 15 |GPPR 1 (03057395 | 001-13-7084 Mouse Mickey H 1953-07-01 B -TCP | N
| 16 |GPPR 1 E03049687 | 001-13-7134 Mouse Mickey J 1983-08-058 B -E2 D N
| 17 |GPPR 1 CO3057047 | 001-13-7074 Mouse Mickey L 1962-07-14 A -C1 D N
| 18 |GPPR 1 C03067010 | 001-13-7075 Mouse Mickey L 1865-01-01 B -C1 | N
| 18 |GPPR 1 E03049619 | 001-13-7125 Mouse Mickey L 1883-01-23 A -E2 D N
| 20 |GPPR 1 E03010845 | 001-13-7108 Mouse Mickey ] 1984-03-03 B -E1 D M
| 21 |GPPR 1 E03050278 | 001-13-7120 Mouse Mickey ] 1983-03-15 A -E2 D M
| 22 [GPPR 1 E03049734 |001-13-7123 Mouse Mickey ] 1982-12-13 A -E2 D N
| 23 |GPPR 1 E03080430 | 001-13-7127 Mouse Mickey ] 1983-03-23 A ~E2 D N
| 24 |GPPR 1 E03080009 | 001-13-7135 Mouse Mickey ] 1983-02-26 B -E2 D N
| 28 |GPPR 1 E03080298 | 001-13-7121 Mouse Mickey ] 1983-05-11 A -E2 D N
| 26 |GPPR 1 E03080022 | 001-13-7128 Mouse Mickey M 1983-09-04 B -E2 D N
| 27 |GPPR 1 E03049650 | 001-13-7131 Mouse Mickey Q 1984-07-30 B -E2 D N
| 28 |GPFR 1 E03050152 | 001-13-7064 Mouse Mickey R 1983-10-14 B *E2 D N
| 28 |GPPR 1 E03048520 |001-13-7115 Mouse Mickey = 1985-06-26 B -E1 D N
| 30 |GPPR 1 E03060957 | 001-13-7136 Mouse Mickey T 1885-06-12 B -E2 | N
| 31 |GPPR 1 E03002018 | 001-13-7107 Mouse Mickey X 1985-04-22 A -E1 D N
| 32 |GPPR 1 E03050840 | 001-13-7124 Mouse Mickey N 1983-03-28 A -E2 D M
| 33 |GPPR 1 E03065241 | 001-13-7099 Mouse Mickey 1984-05-11 A -E1 D M
| 34 |GPPR 1 E03049967 |001-13-7118 Mouse Mickey 1983-04-06 A -E2 D N
| 38 |GPPR 1 E03080984 | 001-13-7132 Mouse Mickey 1985-068-21 B -E2 D N
| 36 |GPPR 1 E03049778 | 001-13-7137 Mouse Mickey 1983-08-17 B -E2 D N
| 37 |GPPR 1 E03049486 | 001-13-7133 Mouse Mickey 1984-05-28 B ~E2 D N
| 38 |GPPR 1 CO2083167 | 001-13-7002 ROGERE ROY b 1979-01-25 B -C1 | R
| 38 |GPPR 1 (02053180 | 001-13-7004 SHAFIQUILLA HALIL R 1972-10-26 B -c1 | R
| 40 |GPFR 1 E01009422 |001-13-7032 SLING GLORIA A 1983-02-18 A -E1 D R
|41 |GPFR 1 01079423 | 001-13-7022 ShiAlN SAM H 1981-05-09 B -C2 D R
|42 |GPPR 1 E02000634 | 001-13-7059 SMALLEST  JAQULIN ] 1984-04-09 A -E1 D R
| 43 |GPPR 1 EN2032938 | 001-13-7003 SNELSON LAURENT |E 1883-08-16 A -E1 D R
44
(35
s -
[47] -
4% ¥ Wil Shestl ) gerd-2003-00113700-220ct03 141 LlJJ
UM
®OHE ”H @ Movell Sroupti..| B Tools Menw.do. .. | &]https:fisandbo. .| EJExcel Tool scre... |[E@]Bookt [ GrantRosterTe. . ZHER® s

Figure 10-1: Sample Excel file — Printer Version
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Excel Grant Roster Template

Save the Resulting File

1. After the file has opened, it
is best to save the file
under a new name

2. Click <File> the <Save As>
from the Excel menu (see
figure 11-1)

3. Chose name of resulting file
and location to save file.

4, Hit <Save> Button in “Save
As” popup window.

Using Microsoft Excel

Save in: Ia My Pictures

2%

[ e s )

gerd-2002-00131300-317ul03, k=t

File name; I Qun-31jul 20033251 550,k

Lef Lo

Save as lwpe: ITth Files

Figure 11-1: “Save As” pop-up box

Save

Cancel

Once the file is opened and saved, users can sort and filter roster data any way they choose.
A basic knowledge of Microsoft Excel is required to use this tool.

WebGrants User Guide
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Excel GPA Template

Purpose

The Excel GPA Template allows schools to download GPA rejected record files from WebGrants and open them
into a Microsoft Excel worksheet to correct the data. Schools may also key GPAs into a blank worksheet and
then save the file in the correct format for upload through WebGrants. Schools must have the Microsoft Excel

program installed to be able to use this tool.

Page Elements 1

1. Get Files Tab

This tab will allow a user to locate and open a text file of
GPAs, for example a rejected records file downloaded from
WebGrants.

2. Save As Text File Tab
This tab will allow a User to save an Excel file into a text
format for upload into WebGrants.

3. Option area
This area contains the function buttons that allow a user to
locate the file to be processed.

4. Help Button

There is some basic help text incorporated into this tool. It can be
viewed to obtain an additional overview of the tool’s features (see
figure 12-2).

5. Exit Button
This button allows a user to exit the program. The Excel spreadsheet
will remain open on the user’s desktop.

6. Cancel Button
This button is used to cancel a request to open a new data file.

Access

The Excel GPA Tool can be access by clicking the Tools menu from
any WebGrants screen. Select the link for the tool. The program
should be saved on the user's computer. Once it is saved, the
program can be opened from the Tools menu on Excel (see figure 12-
3).

Excel 2003 Users: please make sure that your macro security
settings are set to “medium.” To do this go to Tools, select Macro and
in the Security Level tab, “medium” should be checked.

x|

4_»@ I."'lli"-'ﬂ'l

Figure 12-1: Main Menu \

Data Tools Help (1 of 9) x|
I Data Tool Overview j

The Data Tool utilty provides & way to receive files into
Excel or =end Excel data to atexd file. You can do the
follosing:

= Import GRA&, txd file using "Get Files"
process.

= Save updated spreadshests as td files for uplosding
toVishGrants

= Enter nesy GPA data on a blank formatted spreadshest
and save as txt format for uploading to WebGrants

Exit = Previaus |

Figure 12-2: Data Tools Help

BY B DR yee st Fgat | bk | QR Sveoe  Wep Aoohi

ot Tochs ek Bk

R S| R BT Y- R L a e
- i v i
. -m T
Srclal Scbead Viira Crilgh pea "
JHL T f——— v
3 S
& Lrim
[ e |
il [#ta Toch Gk Empler | —
5 e
=
u

i [ B

Figure 8-3: Open from Excel
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Figure 12-3: Excel Tools Menu

Excel GPA Template

Page Functions

Open GPA Data File Using Microsoft Excel (Display/Download Rejected Records)

Before opening the Excel tool, save the file to be viewed from the WebGrants GPA File
Upload Status screen using the <Display/Download Rejected Records> link.

1. Click on the <GPA text file> button under Get Files
2.  Locate the file to be viewed and click <open>
3. When the process is complete, a message will appear on the screen (see figure 13-1)
4.  Click <OK> to continue. The resulting spreadsheet will look like figure 13-2.
™ The Get Files box will remain on the screen. Click <Exit> to close the box. The Excel file
will remain open. To save a file, use the Save As function in Excel to avoid changing the
template.
x|
School High School High School Spring
et Files |§ave &5 Text File i GPA Code GPAFlag Grad Date School Code
1Y 050720 Y 052004 050729
Get Files 3y Bso7za v HE2004 Hs0729
3y [Os07z20 |v 52004 he0729
31y Dao7a0 v 052004 50729
x| 3y D070 Y DE2004 h50729
31y Dao7a0 v 052004 50729
@ Get File Pracess is complete 3y [Os07z20 |v 52004 he0729
31y Dao7a0 v 052004 50729
32y [Os07z20 |v 52004 he0729
32y Dao7a0 v 052004 50729
32y [Os07z20 |v 52004 he0729
32y Dao7a0 v 052004 50729
32y [Os07z20 |v 52004 he0729
@ Exit Cancel 32y Dao7a0 v 052004 50729
32y [Os07z20 |v 52004 he0729
32y Dao7a0 v 052004 50729
32y [Os07z20 |v 52004 he0729
) ) 32y Dao7a0 v 052004 50729
Figure 13-1: Get File Process Complete 3y WE07I0 Y FRo004 Hen779
33y Dao7a0 v 052004 50729
33y 050720 |v 52004 he0729
33y Dao7a0 v 052004 50729
33y 050720 |v 52004 he0729
33y Dao7a0 v 052004 50729

Figure 13-2: Resulting File Layout
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Excel GPA Template

Create GPA File Using Microsoft Excel

1. Open the Tool in Excel and click the <Exit> button to close the menu box
Use the Save As function and create a meaningful file name.
3. Begin entering data following the guidelines for GPA entry.

™ The red triangles at the top of each column provide brief descriptions of the required data
for that field (see figure 14-1).

n

c | E | ] | | K.
9 digits between 001000000 and 529999999 EX Tl BT T YR ] |
(example: 123456739), Date Code

Figure 14-1: Column Headings

Save GPA File for Upload to WebGrants

1. Open the Data Tool in Excel by clicking on School High School High School Spring
the Excel Tools menu (see figure12-3)

2.  Select the Save As Text File tab (see figure
14-2).

3. Click on the drop arrow and select the sheet
that contains the data (see figure 14-2)
Click on the <Save> button

555123354 310 080729 Y 062004 0&0723
555123355 310 080729 062004 0&0723
555123356 310 080729 062004 0&0723
555123357 310 050729 062004 050729
555123358 310 050729 062004 050729
555123359 310 050729 062004 050729
555123360 310 050729 062004 050729
555123361 310 050729 062004 050729
555123362 310 050729 062004 050729

¥
¥
¥
¥
¥
¥
¥
¥
5. A Browse for Folder box will appear (see 555123363 310 050723 ¥ DE2004 050729
¥
¥
¥
¥
¥
¥
¥
¥

figure 14-3). Select the location to store the
file. Make a note of the file name so it will
be easy to locate when uploading to
WebGrants

™ To upload the file to WebGrants, follow
the instructions in the GPA User Guide.

555123364 310 050729 062004 050729
555123365 310 050729 062004 050729
555123366 310 050729 062004 050729
555123367 310 050729 062004 050729
555123368 310 050729 062004 050729
555123369 310 050729 052004 050729
555123370 310 050729 052004 050729
555123371 310 050729 052004 050729

8381, ata Tool - GPA Yersion 1.3
55

555  GetFiles Save As TextFile |

Flease select a location For the export,

555 Send Files

Click dovn arrow to select GPA, file

! [ |

|

@ Compact Disc {01}

52 Satlas on 'Csac_data\Data\Private\otd' (f
52 Groups on 'Csac_data\Data' (G:)

52 Apps on 'Csac_1' (H:)

college_gpa_hstest403611661 0242 |

Code GPAFlag Grad Date School Code

52 Superdry on 'Csac_data\Data' (S:)
52 Public on 'Csac_115ys' (¥:)

52 Public on 'Csac_datalSys' (¥:)

=2 Public on 'Csac_data\Sys' (2:)

. 28 M Metmork Dlaree ~
.| | v

o | cancel | Figure 14-2: Save As Text File

] e} ko] o) o] guie) Kl ) puiey Kull) ) cobey il coie o Pl i ) ol o ) e ) e Rt e Kl vl el Bl e el g .
m m
[}
m

Figure 14-3: Browse for Folder
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EL Verification Template

Purpose

The EL Verification Template allows schools to download EL Verification data files from WebGrants and open
them into a Microsoft Excel worksheet without having to go through the steps to parse the data. Schools must
have the Microsoft Excel program installed to be able to use this tool.

Data Tool - EL Yersion 1.3

Page Elements

L > caries | save as TextFie |
1. Get Files Tab
This tab will allow a user to locate and open a g
downloaded EL Verification data file.
2. Save as Text File Tab
This tab will allow a user to save an Excel file into a text
format for upload into WebGrants.
3. EL Text File Button
This is used to select the data file. Once selected, the
user will be prompted to select a data file to open.

4 Cancel |

4. Help Button Figure 15-1: Data Tools Help
There is some basic help text incorporated into this tool.
It can be viewed to obtain an additional overview of the tool’s features.
5. Exit Button
This button allows a user to exit the program. The Excel spreadsheet will remain open on the user’s desktop.
6. Cancel Button
This button is used to cancel a request to open a new data file.
ACCGSS sw |Inset  Fomat | Tools | Data  Window  Help

5‘ ﬁ:} é{) E ":/Q Speling...
\(ﬁ.§ Eror Checking...
Share ‘Workbook...

The EL Verification Template can be accessed by clicking the Tools menu from
any WebGrants screen. Select the link for the tool. The program should be
saved on the user’s computer. Once it is saved, it can be opened from the
Tools menu on Excel (see figure 15-2).

Track Changes

Fratection

ial Verified

Excel 2003 Users: please make sure that your macro security settings are set —2HSSEE Ol Gl el
to “medium.” To do this go to Tools, select Macro and in the Security Level tab, anlséek---
“medium” should be checked. Seenaics...

Formula &uditing
Toolz on the Web...
Macro
Add-ns...

2= AutoConect Options. .
LCustomize. ..

Options...

Data Tools - Grant Roster

Figure 15-2: Open from Excel

WebGrants User Guide Tools
15



EL Verification Template

Page Functions

Open EL Verification Data File Using Microsoft Excel

Save the file to be viewed using the WebGrants Data Transfer/Report Download function.

When the process is complete, a message will appear on the screen (see figure 16-2).

™ The Get Files box will remain on the screen. Click <Exit> to close the box. The Excel file
will remain open. To save a file, use the Save As function in Excel to avoid changing the

1.
2. Click on the <EL Text File> button under the Get Files Tab.
3.  Locate the file to be viewed and click <open> (see figure 16-1).
4.
5. Click <OK> to continue
template.

Select a EL Data Text File to Import K E3

ol =i @ ¥ ClE - Tose

iy Computer

(2 My Network Places

51 G Drive \Workshops

|5 My Documents

2] elod-2003-00115000-06jan04 bt

Histary

My Documents

n/-

Deskkop

My work

File name: I j Open

Places Files of bype: [Text Fies (*.bxt) = [ canel

Figure 16-1: Select an EL Verification Date File to Import

Save the Resulting File

1. After the file has opened, it
is best to save the file
under a new name

2. Click <File> the <Save As>
from the Excel menu (see
figure 11-1)

3. Choose name of resulting
file and location to save file.

4, Hit <Save> Button in “Save
As” popup window.

Using Microsoft Excel

D G0 Yeu powt Fpma Duk Dee Wrde feb Ao
ORSAY ARG T Xk NI s
=8 oney

Figure 16-2: Get File Process Complete

Save in: I@ My Pictures j = 5 B

=] gerd-2002-00131300-19jund3 bxt
gerd-2002-00131300-31jul03.bxt

File name: j Save I
Save as ype: I Text Files j Cancel |
e

Figure 16-3: “Save As” pop-up box

Once the file is opened and saved, users can sort and filter EL Verification data any way they
choose. A basic knowledge of Microsoft Excel is required to use this tool.

WebGrants User Guide
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EL Verification Template

Update EL Verification Data File

1. Open the EL Verification Data file to modify using the instruction on page 16.
2.  Update the Verified EL field for each student listed in the data file using the following key:
1= Freshman
2 = Sophomore
3 = Junior
4 = Senior
6 = Has B.A. degree
9 = Unable to determine Education Level
3.  Save the file using the instructions on page 16.

Convert Modified EL Verification Data File to a Text File for Upload to WebGrants

1. Open the EL Verification Tool in Excel by clicking on Data Tools — EL found under the Tools
menu (see figurel5-2)

2.  Open the EL Verification data file to convert using the instructions on page 16.
3.  Select the Save As Text File tab (see figure 17-1).
4.  Click on the drop arrow and select the sheet that contains the data (see figure 17-1).
5.  Click on the <Save> button
6. A Browse for Folder box will appear (see figure 17-2). Select the location to store the file.
Make a note of the file name so it will be easy to locate when uploading to WebGrants
™ To upload the file to WebGrants, follow the instructions in the WebGrants Data Transfer
User Guide.
Please select a location For the export. Get Files  Save Az Text File I
N Send Files
Click dowen arrow to select EL file
@ Comnpact Disc (D)
-2 Satlas on ‘Csac_dataiData|PrivatelOtd (F |
-2 Groups on 'Csac_dataiData’ (G:) ElarDataErir T
B 52 Apps on 'Csac_L (H) Sl 200300 1 S000- Oejanoa
g Superdry on 'Csac_data\Data' (50
(52 Public on ‘Csac_115ys' ()
(52 Public on ‘Csac_datalSys' (i)
[+-52 Public on 'Csac_data\Zys' (21
| . P32 1 Blsbwork Dlacae | Llﬂ
A
ok | Cancel I
Figure 17-1: Save as Text File Tab
Figure 17-2: Browse for Folder
WebGrants User Guide Tools
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Unclaimed Award Template

Purpose

The unclaimed award report is a list of Cal Grant recipients who have had no payments reported during the
selected academic year at any of the six participating California school choices indicated on the student’s ISIR.
This report will be generated periodically throughout the year beginning with the October month-end cycle of the
award year and through final reconciliation for that year. Each time the report is created it will overwrite the
previous report. The Unclaimed Award Template allows schools to download an Unclaimed Award data files
from WebGrants and open them in a Microsoft Excel worksheet without having to go through the steps to parse

the data. Schools must have the Microsoft Excel program installed to be able to use t

Page Elements

1. Get Files Tab

This tab will allow a user to locate and open a
downloaded unclaimed award file.

3. Unclaimed Awards File Buttons

his tool.

rds Yersion 1.2

The “General Version” button is used to import a

General Uersign

downloaded unclaimed award report in a data file
format into an Excel spreadsheet. The “Printer
Version” button is used to import a downloaded
unclaimed award report in a report format into an
Excel spreadsheet.

Unclaimed
Aovards
texdt file

rint;*‘ufersiun

Unclaimed
Aueards
et file

4

4. Help Button

There is some basic help text incorporated into this
tool. It can be viewed to obtain an additional
overview of the tool’s features.

5. Exit Button

Exit |

Cancel |

This button allows a user to exit the program. The Excel spreadsheet will remain open on the user’s desktop.

6. Cancel Button
This button is used to cancel a request to open a new data file.

Tools | Data Window Help  Acrobat

% gpeling...

F? r

Access

The Unclaimed Award Template can be accessed by clicking the Tools menu from
any WebGrants screen. Select the link for the tool. The program should be saved on
the user’s computer. Once it is saved, it can be opened from the Tools menu in Excel

(see figure 18-2).

Excel 2003 Users: please make sure that your macro security settings are set to
‘medium.” To do this go to Tools, select Macro and in the Security Level tab,

“medium” should be checked.

WebGrants User Guide
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@ Error Checking. ..
Share Workbook. ..

Track Changes

Pratection
Online Collabaoration
Goal Seek...
Scenarios...
Formula Auditing
Tools on the wweb.. .
Macro
Add-Ins, .,

ZE  AutoCorrect Options. ..
Customize, .,
Qpkions. ..
Data Tools - Grant Roster

Data Tools - Grant Roster

—)

Data Toals - Unclaimed Award

Figure 18-2: Open from Excel
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Unclaimed Award Template

Page Functions

Open Unclaimed Award Data File or Report Using Microsoft Excel

1.  Save the file to be viewed using the WebGrants Data Transfer/Report Download function.

2.  Click on the <Unclaimed Awards text file> button under the Get Files Tab.

™ [f the file you are importing to Excel is a formatted as a data file, click the button under
“General Version.” If the file you are importing to Excel is a formatted as a report file, click the
button under “Printer Version.” See page 4 of the Data Transfer WebGrants User Guide for a
description of the “media type” of a downloaded file.

Locate the file to be viewed and click <open> (see figure 19-1).

When the process is complete, a message will appear on the screen (see figure 19-2).

> w

5. Click <OK> to continue

™ The Get Files box will remain on the screen. Click <Exit> to close the box. The Excel file
will remain open. To save a file, use the Save As function in Excel to avoid changing the
template.

Select a EL Data Text File to Import HER

Lookin:  [[f] Deshtop ~| & X 5 FD - ook~

te LR Yoo et Fome Dwh (s grndw o Ange

Py O

[Bf
=
=
=
T
H
g
=
T
z
b

=] 5

== File name: - o
My Netwark I Hi 2

Places Files of &Pt [Text Files (*.xt) = Cancs

Figure 19-1: Select an EL Verification Date File to Import

i
3 S ttrnd et 200 001170 141 ol

Figure 19-2: Get File Process Complete

Save the Resulting File

1 After the file has opened, it is best to save the file under a new name
2 Click <File> the <Save As> from the Excel menu (see figure 11-1)

3. Choose name of resulting file and location to save file.

4 Hit <Save> Button in “Save As” popup window.

Using Microsoft Excel

Once the file is opened and saved, users can sort and filter EL Verification data any way they
choose. A basic knowledge of Microsoft Excel is required to use this tool.
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CA ISIR Tool

Purpose

This tool is used to open and view Cal ISIRs in a friendly format. Each year’s tool is designed to work with the CA

ISIR file format of that year.

Please note that tool instructions are included on the worksheet tabs. This can be used with Excel 2007 and 2010.

Page Elements

1. Open the CA ISIR File Import.xIsm Excel workbook file.
(Click the Enable Content button if Excel shows that warning)

[T

=

Home Insert age Layout Formulas Data Review View Dey
C t - - —
b Cu Calibri -l - A= g%] P Siwn
- 53 Copy ~ e A o
aste - - - = = = £E :E
- # Format Painter LT — = = = | =% | @Mer
Clipboard u Font u Alignment
A
! Security Warning  Macros have been disabled. | Enable Content
C28 - fe |
B C D E F G H |

Figure 20-1 Enable Content

2. Thelmport CA ISIR File button in Cell A1

. . -
The Import CA ISIR File button will allow a user to locate and open || HW

a downloaded CA ISIR file.

Home Insert Page Layou
A7
— Cut
= b Cu Calibri
P‘ : 53 Copy -
aste -
- f Format Painter B I U
Clipboard u Fc
 A1459 - Fe |

N

N A |

Import CA ISIR File

Figure 20-2 Import CA ISIR File
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CA ISIR TOOL

Page Functions

Open CA ISIR file using Microsoft Excel

1. Click the Import CA ISIR File button 'l T ——
Home Insert Page Layou

e

"—h 4 Cut
— E3Copy~
Faste B 75 U~

- f Format Painter =
\ Clipboard u C

\ A1459 - S
N . |

Import CA ISIR File |

Calibri

Figure 22-1 Import CA ISIR File

2. When the ImportFile button is clicked, the Tool will display Excel’'s Open File Dialog for you to navigate to the
ISIR file you want to import. The Open File Dialog is shown here:

@ISIRFiIeImport - — — — D —— g — — - e @
Oo—l 5| » Libraries » Documents » - | 45 || Search Documents o |
= = = = — -
Organize ¥ New folder Resane M @
(&] Microsoft Excel - Documents library Yere -
Arrange by: Folder ¥
Includes: 2 locations
- Favorites | 2 Name Date modified Type Size
Bl Desktop | =]
& Downloads . Toad Data Modeler 4/20/2012 9:06 AM File folder
%= Recent Places . Visual Studio 2008 File folder
~a Libraries
5| Documents
.J" Music
[&=| Pictures
B2 videos ~ [ [ | 3
File name: v [TetFiles C.ot) -]
Tools ~ [ Open ] [ Cancel ]
L

Figure 22-2 Excel’s Open File Dialog

3. When you click the Open button on the Open File Dialog, the file will be processed. You will not see the
Excel processing the file but you will regain Excel mouse/keyboard control with the processing is complete.

WebGrants User Guide Tools
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CA ISIR TOOL

4. To save the Excel workbook containing the imported ISIRs, do the following
a. Click the File Tab as shown here:

“ Home Insert

H Save
Save As

Lj Cpen

[ Close

Figure 22-3 Excel’s File Tab

b. Click the Save As on the File menu and you will see:

L save s — |
@43 » Libraries » Documents » ~ [ 42 || Search Documents o]

Organize *  Newfolder = @
e Documents library Arangeby: Folder =
% Downloads Includes: 2 locations g
] Recent Places - R

Name Date modified Type

4 Libraries | Toad Data Modeler 4/20/20128:06 AM  File folder
[ Documents £ Visual Studic 2008 /252012 T3 AM Fille folder
& Music
] Pictures
B Videos m

8 Computer

&, windows (C:)

| File name: |

Save as type: |Excel Macro-Enabled Workbook ("asm)

|
| Authors: Scott Lemen Tags: Add atag
[F] Save Thumbnail

Figure 22-3 Excel’s Save As
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CA ISIR TOOL

c. Type inthe file name and choose Excel Workbook (*.xIsx) as the Save as Type:

r@SaveAs - - = - u1

{ “ ' iv|@ b Libraries » Documents » w | #4 || Search Documents ,Ol

Organize + Mew folder == - @

(] Micrasoft Excel — Documents library

Arrange by:  Folder =
Includes: 2 locations

.0 Favorites -

| MName Date medified Type
Bl Desktop 3 _
8 Downloads .. Fragments 8/20/2012 51 AM  File folder
%] Recent Places @ My Shapes 8/1/2012 8:46 AM File folder
. Toad Data Modeler 4720/2012 9:06 AM File folder
— .. Visual Studio 2008 8/16/2012 9:18 AM  File folder
= Libraries

@ Documents

J‘F Music

[&=| Pictures
B videos - 4 10 | r

File name: -

Save as type: |Excel Workbook (*.xlsx) -
Authors: E{cel Workbook (*.xlsx)
" Excel Macro-Enabled Workbook (* xlsm)
Excel Binary Workbook (*.xlsh)
Excel 87-2003 Workbook (*.xls)
XML Data (*xml)
Single File Web Page (*.mht;*.mhtml)
“ Hide Folders Web Page (*.htrm;*.html)
Excel Template (*.xltx)

[ N o Uy P Sy P ¥

Figure 22-3 Excel’s File Name and Save as type

. <[[T » Libraries » Documents » ~ [ 43 ||| Search Documents o
d. Click the Save button O e
Organize + New folder = - @
Deskt :
== Documents library G
8 Downloads Includes: 2 locations
E Recent Places - .
Name Date modified Type
4 Libraries || Toad Data Modeler 4/20/2012 906 AM  File folder
Documents E 1 Visual Studio 2008 7/25/2012 7:37 AM File folder

=) Pictures’
B8 videos

| /M Computer
&L, Windows (C:)

PO & [ ™~ ] »
N
File pame: || \ -
Save as type: | Excel Macro-Enabled Workbook (*adsm) N\ -
Authors: Scott Lemen Tags: Adda

[F] Save Thumbnail

= = —— E=— —_——

Figure 22-4 Excel’s Save button
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CA ISIR TOOL

e. Click the Yes button

: \ _ :
P -

Microsoft Excel
— - S—— —

The following fegtures cannot be saved in macro-free workbooks:

+ VB project

To save a file with thkse features, didi Mo, and then choose a macro-enabled file type in the File Type list.

To continue saving as MNmacro-free workbook, didk Yes.

e Cw ) (o)

Figure 22-5 Excel’s Save as a Macro-free workbook

By clicking Yes, the Excel workbook will be saved without Macros or the code that processes the ISIR file.
This will allow you to share the Excel ISIR file with others if your campus security prevents Macro-enabled

workbooks from being shared.

f. Click OK if you see this dialog.

Microsoft Excel - - - — - - - ]

l | Privacy warning: This dacument Contans macros, ACtiveX controls, XML expansion pack information, or Web components. These mary incdude personal information it cannot be removed by the Decument Inspector
|
_—— Cancel

Figure 22-6 Excel’s Privacy warning
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